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 1. The question paper will be given in the form of a Question Booklet. There will be four versions of 
question booklets with question booklet alpha code viz. A, B, C & D. 

  NVGbu  R[mGôQ d¤RJÐ`Q NVGbu eJñR kKe¾WmG_Q. A, B, C, D DÐv dGmQ ?zk 

NRG]JRnWmJç NVGbu eJñR°nG_Q d¤RJÐ`Q. 

 2. The Question Booklet Alpha Code will be printed on the top left margin of the facing sheet of the 
question booklet. Each question has its Malayalam translation also. 

 NVGbu eJñR¾WM£ iJRnW¤ A[`Q pq¾Q IeN`uR NRGn¾W¤ NVGbu eJñR ?zk NRG]Q 

?Vÿ[WVÿWŸJºQ.  t  a n   . 

 3. The Question Booklet Alpha Code allotted to you will be noted in your seating position in the Examination 
Hall. 

  FGNkG BNbuGTG¡ÀW¨JP d¤RWjWŸJç NVGbu eJñR ?zk NRG]Q ?pkJM[ ekvzG tGnWMm 

AkWÕW[¾W¤ NkSMÕ[J¾WjWkW¨JP. 

 4. If you get a question booklet where the alpha code does not match to the allotted alpha code in the 
seating position, please draw the attention of the Invigilator IMMEDIATELY. 

  dW°¥¨dJpbWVÿWkW¨JÐ ?zk NRG]W¤ dWÐJP pu`uñiGj NRG]WmJç NVGbu eJñRiG_Q 

mhW¨JÐM`ËW¤ ?`Q B[d[W A¢pWXWNmãlJM[ èÈjW¤MÕ[JN¾º`G_Q. 

 5. The Question Booklet Serial Number is printed on the top right margin of the facing sheet. If your 
question booklet is un-numbered, please get it replaced by new question booklet with same alpha code. 

  NVGbu eJñR IRi dÒ¡ eJlPVŸjJM[ pm`J pq¾Q iJRnã¾GjW NV¡¾WŸJºQ. IRi dÒ¡ 

AmæG¾ NVGbu eJñRiG_Q dW°¥¨Q mhW¨JÐM`ËW¤ ?N` ?zk NRG]WmJç  NVGbu 

eJñRP iGãW pG°JR. 

 6. The Question Booklet will be sealed at the middle of the right margin. Candidate should not open the 
question booklet, until the indication is given to start answering. 

  NVGbu eJñRP pm`J iG¡XWdW¤ iÈu hGT¾GjW sv¤ MVjWÅkW¨JP. B¾kMioJ`GdJç ?dJi`W 

mhWVÿGmmæGM` NVGbu eJñRP `Jl¨G¢ eG[Wmæ. 
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 INSTRUCTIONS TO CANDIDATES / BNbuGTG¡ÀWR¥¨Jç dW¡NÇq°¥ 

Please see the last page of this booklet for rest of the instructions/  
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DE-01/2026/027 

Maximum : 100 marks 

Time : 1½ hours  

1. What is an arising reference? 

(A) Any letter received from a reference 

(B) Any reference received from head office 

(C) Any reference issued from the office which originates the file 

(D) Any communication originates as a reference 

 oćĔ eĈņďĒÝį ĈĂĈŒŏ enđĻ? 

(A) oćĔ ĈĂĈŒďĒŔ ĀĒnĝ ĉĄĒc èėüŠĒĉĔÝ ítĝ 

(B) ėĐĹ ëĂēďĒŔ ĀĒnĝ ĉĄĒc èėüŠĒĉĔÝ ĈĂĈŒŏ 

(C) ĂĆŔ utČĒkĔn ëĂēďĒŔ ĀĒnĝ ĀŔíĒĆ èėüŠĒĉĔÝ ĈĂĈŒŏ 

(D) èėüŠĒĉĔÝ àčĆČĒĀĒąĆÝ oćĔ ĈĂĈŒďđĆĒ utČĒkĔnĔ 

2. A communication received in the office until numbering is called _________ 

(A) Tappal (B) File 

(C) Current file (D) Current 

 ëĂēďĒŔ ĀmĈĒÝį Čėć ĉĄĒkĔn oćĔ àčĆČĒĀĒąĆėt _________ enĝ 
ČĒĊĒkĔnĔ 

(A) üāđŔ (B) ĂĆŔ 

(C) ĀĒĉČĒĉĔll ĂĆŔ (D) ĀĒĉČĒĉĔllļ 

3. How many Distribution Registers shall be maintained for smaller offices? 

(A) One (B) As many as required 

(C) One each for every clerk (D) Three 

 ėòĈĒĆ ëĂēďĔíŕkĝ eŗü ČĒüćû ćôĒsĈĔíŕ ďĕkĒkûÝ? 

(A) onĝ (B) àČčŖąĔllŗü 

(C) ëĘćđ kœkĒĀĔÝ onĝ ČēüÝ (D) ąĕnĝ 
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4. What shall be the procedure that a clerk on holiday duty is expected to adopt when an 
urgent tappal marked as “special” is received in a holiday? 

(A) tappal shall be distributed as most urgent 

(B) tappal shall be sent to the head of office the same day by a special messenger 

(C) tappal shall be disposed of the same day 

(D) urgency of the case to be informed to head of the office 

 oćĔ aČÿĒkđĉtĝ "ŏėāĎŖŔ" enĝ a÷ĆđĊėp÷ĔtĒĆ oćĔ a÷ĒĆnć üāđŔ 
ĉĄĒkĔĘmđŕ aČÿĒkđĉ ùŖĕŨĒĆĒĉĔll oćĔ kœkĝ enĝ Ā÷ā÷ĒŗíąąđĻ 
ďřēíćĒĘkŪėünĝ ŗāüēkĒkĔnĔ? 

(A) èƃČĔÝ a÷ĒĆnćąđĆĒ üāđŔ ČĒüćûÝ ėòyûÝ 

(B) üāđŔ oćĔ ŗāĘüŖí þĕüŒ ČċĒ aĘü þĒČďÝ üėn ëĂēŏ ĘąÿđČĒkĝ 
aĆņkûÝ 

(C) üāđŔ aĘü þĒČďÝ üėn ČĒüćûÝ ėòyûÝ 

(D) ĘíďĒėn a÷ĒĆnĒćđČs ëĂēŏ ĘąÿđČĒėĆ aĈĒĆĒkûÝ 

5. The duty of cancellation of adhesive stamps on petitions received in office, shall 
primarily be laid on the      

(A) Superintendent (B) Head clerk 

(C) Tappal clerk (D) Head of the office 

 ëĂēďĒŔ ĉĄĒkĔn aĘākíĊĒŔ oŨĒkĔn sđmĔíŕ ĈdđkĔnüĒĀĔll òĔąüĉ 
ŗāđýąĒíąđĆĒ _____________  ĘąŔ òĔątėp÷ĔÝ. 

(A) ďĕŗāŪĝ (B) ėĐĹ kœkĝ 

(C) üāđŔ kœkĝ (D) ëĂēŏ ĘąÿđČĒ 

6. In which register money and cheques are registered? 

(A) Cheque Register  

(B) Register of valuables 

(C) Register of cash  

(D) Security Register 

 āûČĔÝ ėòkĔíĊƧÝ èļ ćôĒsĈĒĉđĻ ćôĒsœ ėòņüĒćĒkĔnļ? 

(A) ėòkĝ ćôĒsœ 

(B) ČĒĉāĒ÷ĒpƧll ČŏüĔkĊƧė÷ ćôĒsœ 

(C) āûtĒėn ćôĒsœ 

(D) ďĔćkđ ćôĒsœ 
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7. On the fly-leaf of the Personal Register, the names of the _________ of the Section and 

the Clerk maintaining the register should be written. 

(A) Head Clerk (B) Head of the Dept. 

(C) Head of the Office (D) Superintendent 

 ĘāŋďûŔ ćôĒsĈĒėn ęƘ-ĉēĂĒŔ, ėďkėn _________ ėnĆĔÝ ćôĒsœ 

āćĒāđĉĒkĔn kœkĒėnĆĔÝ ĘāćĔíŕ eċĔüûÝ. 

(A) ėĐĹ kœkĝ (B) ČíĔpĝ ĘąÿđČĒ 

(C) ëĂēŏ ĘąÿđČĒ (D) ďĕŗāŪĝ 

8. The files pending at the end of the previous calendar year, remaining undisposed of as on 

the _________ shall be carried over to the Personal Register for the current year. 

(A) 1st of January (B) 1st of February 

(C) 1st of March (D) 1st of April 

 ąĔŒ íĉŪœ ČœĎtĒėn aČďđĀÝ üēœpđkđėü íĒ÷kĔnüĔÝ __________ ŗāíđćÝ 

üēœpđkđtüĔąđĆ ĂĆĉĔíŕ ĀĒĉČĒėĉ ČœĎĘtkĔll ĘāŋďûŔ ćôĒsĈĒĘĉkĝ 

ėíđŪĔĘāđíĔÝ. 

(A) ôĀĔČćĒ 1 (B) ėĂŗăĔČćĒ 1 

(C) ąđœcĝ 1 (D) èŗāĒŔ 1 

9. Who shall be responsible to verify and see that all currents are registered in the 

Personal Register by the section clerk on the day itself of their receipt? 

(A) Head of the Office (B) Superintendent 

(C) Head Clerk (D) Tappal Clerk 

 eĉīđ íĈnƧíĊƧÝ aČ ĉĄĒkĔn þĒČďÝ üėn ėďkŒ kœkĝ ĘāŋďûŔ 

ćôĒsĈĒŔ ćôĒsœ ėòņüĒŨƧėŪnĝ āćĒĘčđÿĒcĝ uĈpđĘkŪļ àćđĻ? 

(A) ëĂēŏ ĘąÿđČĒ (B) ďĕŗāŪĝ 

(C) ėĐĹ kœkĝ (D) üāđŔ kœkĝ 



DE-01/2026/027 A 
 

6

10. In a Personal Register, if the space allotted for a current to which protracted 
correspondences anticipated prove inadequate, what shall be the procedure to be adopted 
for making additional entries? 

(A) Additional Personal Register to be opened 

(B) A separate page shall be opened in the Personal Register 

(C) Slip should be pasted on the page 

(D) Additional entries to be made in the next entry for the current 

 oćĔ ĘāŋďûŔ ćôĒsĈĒŔ, ĀēŪĔĀĒŔkĔn ítĒ÷āđ÷Ĕíŕ ŗāüēkĒkĔn oćĔ 
íĈnĒŀ aĀĔČþĒc sĉÝ aāćŖđŁüąđėûnĝ ėüĊĒŧđŔ, aÿĒí eŒŗ÷Ēíŕ 
Ā÷tĔnüĒĀĔll Ā÷ā÷ĒŗíąÝ enđĆĒćĒkĔÝ? 

(A) aÿĒí ČŖkĒïü ćôĒsœ üĔĈkĔÝ 

(B) ČŖkĒïü ćôĒsĈĒŔ oćĔ ŗāĘüŖí ĘāĴ üĔĈkĔÝ 

(C) sĒpĝ ĘāôĒŔ oŨĒkûÝ 

(D) ĀĒĉČĒĉĔllüĒĀđĆĒ a÷Ĕt eŒŗ÷ĒĆĒŔ íĕ÷ĔüŔ eŒŗ÷Ēíŕ Ā÷tûÝ 

11. What is meant by ‘Section’? 

(A) Denotes act 

(B) A section of an Act 

(C) A minor division of office with superintendent and clerks 

(D) An office 

 ‘ėďkŒ’ enüĔėíđŪĝ enđĻ aœtąđkĔnļ? 

(A) àĭ÷ĒėĀ ďĕòĒpĒkĔnĔ 

(B) oćĔ àĭ÷Ēėĉ oćĔ ČĒĄđïÝ 

(C) ďĕŗāŪĔÝ kœkĔąđćĔąĔll oćĔ ėòĈĒĆ ëĂēŏ ùĒČĒĎŒ 

(D) oćĔ ëĂēŏ 

12. The process of putting up previous correspondences by flagging them in a file, required 
for its disposal is called_________ 

(A) Referencing (B) Submission 

(C) Disposal (D) Mentioning 

 ąĔmėt ítĒ÷āđ÷Ĕíŕ  oćĔ ĂĆĉĒŔ Ƙđį ėòņļ, aüĒėn üēœpĒŀ 
àČčŖąđĆ ŗāŗíĒĆėĆ_________ enĝ ČĒĊĒkĔnĔ 

(A) ĈĂĈŒďĒÝį (B) ďąœpĒkŔ 

(C) ùĒŏĘāđďŔ (D) āćđąœčĒkŔ 
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13. What is meant by ‘issue’? 

(A) A problem in a pending case 

(B) A matter under consideration 

(C) The process of copying and dispatching communication to any person 

(D) A matter of issue under process 

 ‘iĎŖĕ’ enüĔėíđŪĝ enđĻ aœtąđkĔnļ? 

(A) üēœpđkđt oćĔ ĘíďĒėĉ oćĔ ŗāōĀÝ 

(B) āćĒïûĀĆĒĉĔll oćĔ íđćŖÝ 

(C) èėüđćĔ ČŖkĒkĔÝ àčĆČĒĀĒąĆÝ āíœtĒ aĆņkĔn ŗāŗíĒĆ 

(D) ŗāŗíĒĆĆĒĉĔll oćĔ ŗāōĀÝ 

14. When one govt. officer addresses another govt. officer in writing, in terms of rules as to 

Form, intended it may be the public record, it is called _________ 

(A) Addressing (B) Drafting 

(C) Correspondence (D) Dispatch 

 oćĔ ďœkđœ uĘþŖđïsŒ ąėƃđćĔ ďœkđœ uĘþŖđïsėĀ ĘćîđąĕĉÝ 

aĄĒďÝĘăđÿĀ ėòyƧĘmđŕ, ĘĂđÝ ďÝănĒc ĀĒĆąšŕ ŗāíđćÝ, aļ ėāđüĔ 

ĘćîĆđĆĒćĒkđÝ, aüĒėĀ _________ enĝ ČĒĊĒkĔnĔ. 

(A) aĄĒďÝĘăđÿĀ (B) ŗùđłƃĒÝį 

(C) íĈŏĘāđŪŒŏ (D) ùĒŏāđcĝ 

15. Who is expected to sign fair copies intended for higher authorities? 

(A) Superintendent (B) Director  

(C) Secretary  (D) Head of the office 

 unü aÿĒíđćĒíŕkđĆĒ uĘdčĒcĒŨƧll ĀŖđĆąđĆ āíœpƧíĊĒŔ àćđĻ 

opĒĘ÷Ūļ? 

(A) ďĕŗāŪĝ (B) ùĆĈĭ÷œ 

(C) ėďŗíŨĈĒ (D) ëĂēŏ ĘąÿđČĒ 
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16. How many entries in respect of currents opened as fresh files, are made on a page of 

Personal Register? 

(A) Five (B) Three  

(C) Ten (D) Six 

 ĘāŋďûŔ ćôĒsĈĒėn oćĔ ĘāôĒŔ āĔüĔüđĆĒ üĔĈn ĂĆĉĔíėĊkĔĈĒcĝ eŗü 

eŒŗ÷Ēíŕ ĀŔíĒĆĒŨƧŪĝ? 

(A) aŦĝ (B) ąĕnĝ 

(C) ātĝ (D) àň 

17. Reminders issued should be entered in red ink, in column number _________ of the 

Personal Register. 

(A) (6) (B) (7)  

(C) (8) (D) (5) 

 iĎŖĕ ėòyƧn ëœmėp÷ĔtĉĔíŕ ĘāŋďûŔ ćôĒsĈĒėn _________ en ĘíđĊÝ 

ĀmĈĒŔ òĔČn ąĎĒĆĒŔ ĀŔíûÝ. 

(A) (6) (B) (7)  

(C) (8) (D) (5) 

18. Pick the correct format of number from among the following given, that is assigned to 

intermediate reference, in File No.2260, issued in the Form of letter from A1 Section of 

an office, in the year 2024. 

(A) A.1-2260/24 (B) 2260/A1/24  

(C) 24/A1/2260 (D) 2260/24/A1 

 2024-Ŕ oćĔ ëĂēďĒėĉ A1 ėďkĀĒŔ ĀĒnĔll ítĒėn ćĕātĒŔ ĀŔíĒĆ ĂĆŔ 

Āmœ 2260-Ŕ, inœąēùĒĆƃĝ ĈĂĈŒďĒĀđĆĒ ĀĒĆĔkąđkĒĆĒćĒkĔn 

üđėċpĈĆĔnČĆĒŔ ĀĒnĝ čćĒĆđĆ ĘĂđœąđƃĝ Āmœ üĒćėŧ÷ĔkĔí. 

(A) A.1-2260/24 (B) 2260/A1/24  

(C) 24/A1/2260 (D) 2260/24/A1 
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19. Pick the correct category of papers that are not to be registered in the Personal Register. 

 I. Periodical statements 

 II. Papers that are to be filed in record files 

 III. Papers that are to be entered in Special Registers 

 IV.  Papers of ephemeral character that are not entered in distribution register. 

(A) I and IV (B) I and III  

(C) I and II (D) I, II, III and IV 

 ĘāŋďûŔ ćôĒsĈĒŔ ćôĒsœ ėòyđŒ āđ÷Ēĉīđt ĘāpĈĔíĊƧė÷ čćĒĆđĆ ČĒĄđïÝ 

üĒćėŧ÷ĔkĔí. 

 I. àĀĔíđĉĒí ŗāŏüđČĀíŕ 

 II. ėĈĘkđœĹ ĂĆĉĔíĊĒŔ ĂĆŔ ėòĘyŪ ĘāpĈĔíŕ 

 III. ŗāĘüŖí ćôĒsĈĔíĊĒŔ Ęćîėp÷ĔĘtŪ ĘāpĈĔíŕ 

 IV.  ČĒüćû ćôĒsĈĒŔ Ęćîėp÷Ĕtđt üđŔkđĉĒí ďřĄđČąĔll ĘāpĈĔíŕ 

(A) I, IV  (B) I, III   

(C) I, II (D) I, II, III, IV 

20. A new current that has to be opened as a new file of which the current file shall have a 

_________ fly-leaf, at the beginning of it. 

(A) blue (B) yellow  

(C) brown (D) white 

 āĔüĒĆ ĂĆĉđĆĒ üĔĈĘkŪ oćĔ āĔüĒĆ íĈnĝ, aüĒėn üĔ÷ktĒŔ ĀĒĉČĒĉĔll 

ĂĆĉĒŀ _________ ęƘ-ĉēł uŪđĆĒćĒkûÝ. 

(A) Āēĉ (B) ąŧ 

(C) üČĒŨĝ (D) ėČll 
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21. What shall be the order in which the papers of the current file to be arranged, beginning 
from the top? 

(A) case by case (B) alphabetical 

(C) chronological (D) preferential 

 ĀĒĉČĒĉĔll ĂĆĉĒėn ĘāpĈĔíŕ ąĔíĊĒŔ ĀĒnĝ àćÝĄĒkĔn ŗíąÝ enđĆĒćĒkĔÝ? 

(A) Ęíŏ aĀĔďćĒcĝ (B) akćąđĉđŗíątĒŔ 

(C) íđĉŗíątĒŔ (D) ąĔŒïûĀ 

22. The procedure of “Linking of files” adopted when       

(A) applications from citizens are to be dealt within different files 

(B) it is necessary to refer in any one file to a paper in another undisposed file 

(C) references from same department are to be dealt within different file 

(D) the subject clerk thinks that linking of files would be better 

 ‘‘ĂĆĉĔíŕ ĉĒŠĝ ėòyŔ’’ en Ā÷ā÷ĒŗíąÝ ďřēíćĒkĔnļ eĘpđċđĻ? 

(A) āĞćnđćĔė÷ aĘākíŕ ČŖüŖŏü ĂĆĉĔíŕkĔllĒŔ ęííđćŖÝ 
ėòĘyŪĒČćĔĘmđŕ 

(B) èėüŠĒĉĔÝ oćĔ ĂĆĉĒŔ ąėƃđćĔ üēœpđkđt ĂĆĉĒėĉ oćĔ 
ĘāpĈĒĘĉkĝ ĈĂœ ėòĘyŪļ àČčŖąđĆĒ ČćĔĘmđŕ 

(C) oĘć ČíĔpĒŔ ĀĒnĔll ĈĂĈŒďĔíŕ ČŖüŖŏü ĂĆĉĔíŕkĔllĒŔ 
ęííđćŖÝ ėòĘyŪĒČćĔĘmđŕ 

(D) ĂĆĉĔíŕ ĉĒŠĝ ėòyƧnüđĻ Āĉīėünĝ ďŃôĭķ kœkĝ íćĔüĔĘmđŕ 

23. Acts and Ordinances shall be referred to files by quoting their appropriate : 

(A) full titles (B) numbers  

(C) year (D) short titles 

 àĭ÷ĔíĊƧÝ ëœùĒĀŒďĔíĊƧÝ aČĆĔė÷ uòĒüąđĆ _________ udćĒcĝ 
ĂĆĉĔíĊĒĘĉkĝ ĈĂœ ėòyûÝ. 

(A) āĕœŬ čēœĎíšŕ (B) ĀmĈĔíŕ 

(C) ČœĎÝ (D) ŗĐďř čēœĎíšŕ 
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24. What shall be the form of ‘noting’ on the facts of the case dealt within a file? 

(A) Intelligible  

(B) Condensed 

(C) Convenient  

(D) Intelligible, condensed and convenient 

 oćĔ ĂĆĉĒĀĔllĒŔ ęííđćŖÝ ėòyƧn ĘíďĒėn ČŏüĔüíėĊkĔĈĒcƧll 

'íĔĈĒpĒėn' ćĕāėąnđĆĒćĒkĔÝ? 

(A) ąĀsĒĉđkđČĔnļ 

(B) ďÝŗïĐĒcļ 

(C) ďĞíćŖŗāþÝ 

(D) ąĀsĒĉđkđČĔnļ, ďÝŗïĐĒcļ, ďĞíćŖŗāþÝ 

25. Notes may be written on current itself          

(A) in very simple case  

(B) when assembly is in session 

(C) in urgent cases  

(D) during month end 

 ĘĀđŨƧíŕ íĈnĒŔ üėn eċĔüđÝ 

(A) ČĊėć ĉĊĒüąđĆ ďđĐòćŖtĒŔ 

(B) aďÝbĒ ėďĎĀĒŔ àĆĒćĒkĔĘmđŕ 

(C) a÷ĒĆnĒć ďđĐòćŖšĊĒŔ 

(D) ąđďđČďđĀtĒŔ 
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26. What shall be entered in the Personal Register when a current file is closed as R-Dis? 

I.  Nature of disposal with date to be entered in last column of Personal Register 

II.  Record keepers sign shall be obtained in the Personal Register 

III. Serial No. in column (1) shall be ringed off in red ink 

IV.  Head of office’s sign shall be obtained in last column of Personal Register 

(A) I and II are correct  

(B) I and III are correct 

(C) I and IV are correct  

(D) I, II, III and IV are correct 

 oćĔ íĈnĝ ĂĆŔ àœ-ùĒŏ àĆĒ a÷ņkĔĘmđŕ ĘāŋďûŔ ćôĒsĈĒŔ enđĻ 
Ęćîėp÷ĔĘtŪļ? 

I.  ĘāŋďûŔ ćôĒsĈĒėn aČďđĀ ĘíđĊtĒŔ ĀŔĘíŪ üēĆüĒĘĆđ÷Ĕíĕ÷ĒĆ 
ùĒŏĘāđďĉĒėn ďřĄđČÝ 

II.  ĘāŋďûŔ ćôĒsĈĒŔ ėĈĘkđœĹ íēpœąđćĔė÷ opĝ ĉĄĒkĔÝ 

III. ĘíđĊÝ (1) ėĉ ďēćĒĆŔ Āmœ òĔČn ąĎĒĆĒŔ a÷ĆđĊėp÷ĔtĒĆĒćĒkûÝ 

IV.  ĘāŋďûŔ ćôĒsĈĒėn aČďđĀ ĘíđĊtĒŔ ëĂēŏ ĘąÿđČĒĆĔė÷ opĝ 
uŪđĆĒćĒkûÝ 

(A) I, II čćĒĆđĻ 

(B) I, III čćĒĆđĻ 

(C) I, IV čćĒĆđĻ 

(D) I, II, III, IV čćĒĆđĻ 

27. The date and number of the reply received to the letter previously issued are entered in 
column Nos. _________  of the concerned page of the Personal Register, relating to the file 
to which the reply, being a fresh current, is to be added. 

(A) (6) and (7) (B) (3) and (4)  

(C) (8) and (9) (D) (4) and (5) 

 ąĔmĝ ĀŔíĒĆ ítĒŀ ĉĄĒc ąĈĔā÷ĒĆĔė÷ üēĆüĒĆĔÝ ĀmĈĔÝ, āĔüĒĆüđĆĒ aĆc 
ítĝ ĘòœĘkŪ ĂĆĉĔąđĆĒ ănėpŨ, ĘāŋďûŔ ćôĒsĈĒėn ănėpŨ ĘāôĒėĉ 
______________ ĘíđĊÝ ĀmĈĔíĊĒŔ Ęćîėp÷ĔtĒĆĒŨƧŪĝ. 

(A) (6), (7) (B) (3), (4)  

(C) (8), (9) (D) (4), (5) 
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28. The title or subject written in red ink at the head of the opening page of a Note file 
should be identical with the entry in column _________  of the Personal Register. 

(A) (3) (B) (4)  

(C) (2) (D) (5) 

 oćĔ ĘĀđŨĝ ĂĆĉĒėn àþŖ ĘāôĒėn ėĐùĒŔ òĔČn ąĎĒĆĒŔ eċĔüĒĆĒćĒkĔn 
üĉėkŨĝ aėĉīŠĒŔ ČĒĎĆÝ ĘāŋďûŔ ćôĒsĈĒėn _________ ĘíđĊtĒėĉ 
eŒŗ÷ĒĆĔąđĆĒ ďđąŖąĔllüđĆĒćĒkûÝ. 

(A) (3) (B) (4)  

(C) (2) (D) (5) 

29. When a draft of a proceedings is put up for approval in a file submitted, the fact of the 
draft should be stated in ________ 

(A) the note sheet  (B) the current file  

(C) the draft only  (D) the fair copy 

 ďąœpĒc ĂĆĉĒŔ oćĔ Ā÷ā÷ĒŗíątĒėn íćķ aÝïēíđćtĒĀđĆĒ 
ďąœpĒkĔĘmđŕ, ŗùđłƃĒėn ČŏüĔü ________-Ŕ ŗāŏüđČĒkûÝ 

(A) ĘĀđŨĝ Ďēƃĝ (B) ĀĒĉČĒėĉ ĂĆŔ 

(C) ŗùđłƃĝ ąđŗüÝ (D) ėĂĆœ ĘíđpĒ 

30. A clerk is expected to offer opinions and suggestions on actions to be taken in an 
exceptional case in a file submitted for further actions when _________ 

(A) it is an action on a representation from public 

(B) it is replied to an assembly question 

(C) the clerk thinks it on good faith 

(D) it is specifically based on a statute 

 _________ üĔ÷œ Ā÷ā÷ĒíŕkđĆĒ ďąœpĒc ĂĆĉĒŔ aďđÿđćûąđĆ 
ďđĐòćŖtĒŔ ďřēíćĒĘkŪ Ā÷ā÷ĒíėĊkĔĈĒcĝ oćĔ kœkĝ aĄĒŗāđĆšĊƧÝ 
ĀĒœĘdčšĊƧÝ ĀŔíûėąnĝ ŗāüēkĒkĔnĔ.  

(A) ėāđüĔôĀšĊƧė÷ ŗāđüĒĀĒÿŖėt a÷ĒsđĀąđkĒĆĔll oćĔ Ā÷ā÷ĒĆđûĒļ 

(B) oćĔ aďÝbĒ ĘòđþŖtĒŀ ąĈĔā÷Ē ĀŔíĔĘmđŕ 

(C) kœkĝ aļ Āĉī ČĒčřđďtĒŔ íćĔüĔnĔ 

(D) aļ ŗāĘüŖíąđĆĒ oćĔ ĀĒĆąėt a÷ĒsđĀąđkĒĆĔllüđĻ 
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31. Below each note prepared and completed for submission, the clerk who prepared it 
should put his initial with date _________ of the note sheet. 

(A) in the middle (B) in the right hand corner 

(C) in the left hand corner (D) near to the margin 

 ďąœpĒkĔnüĒĀđĆĒ üyđĈđkĒ āĕœtĒĆđkĒĆ ëĘćđ íĔĈĒpĒĀĔÝ üđėċ, aļ 
üyđĈđkĒĆ kœkĝ ĘĀđŨĝ ĎēƃĒėn _________  üēĆüĒ, opĝ enĒČ Ęćîėp÷ĔtûÝ. 

(A) ąÿŖtĒĉđĆĒ (B) Čĉļ aƃtđĆĒ 

(C) i÷ļ aƃtđĆĒ (D) ąđœôĒĀĒĀ÷ĔtđĆĒ 

32. Paragraph ________ of the Manual of Office Procedure prescribes for acknowledging 
petitions and communications received from private persons. 

(A) 71 (B) 72  

(C) 73 (D) 70 

 ďříđćŖ ČŖkĒíĊĒŔ ĀĒnĝ ĉĄĒkĔn aĘākíĊƧÝ àčĆČĒĀĒąĆšĊƧÝ 
ďřēíćĒkĔnüĒŀ ëĂēŏ Ā÷ā÷Ēŗíą ąđĀĔČĉĒėn îūĒí ________ ĀĒœĘdčĒkĔnĔ. 

(A) 71 (B) 72  

(C) 73 (D) 70 

33. When ‘X’ is marked on a paper as disposed, it is _________. 

(A) to be generated as file  

(B) to be sent to stock 

(C) to be added to filed category   

(D) not to be registered 

 oćĔ ĘāpĈĒŔ ‘X’ enĝ ùĒŏĘāđŏ ėòņüüđĆĒ a÷ĆđĊėp÷ĔtĔĘmđŕ, aļ 
_________ àĻ. 

(A) ĂĆŔ àĆĒ ôĀĘĈƃĝ ėòyûÝ 

(B) ĘsđkĒĘĉkĝ aĆņkûÝ 

(C) ĂĆŔ ėòņü ČĒĄđïtĒĘĉkĝ ĘòœkûÝ 

(D) ćôĒsœ ėòyđŒ āđ÷Ēĉī 
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34. To communicate a decision taken in exercise of a statutory power, the Form of _________  

is used. 

(A) Memorandum   

(B) Office order  

(C) Proceedings   

(D) D-O Letter 

 oćĔ ĀĒĆąāćąđĆ aÿĒíđćÝ uāĘĆđïĒcĝ e÷Ĕt üēćĔąđĀÝ aĈĒĆĒkđŒ, 

_________ en ĘĂđÝ uāĘĆđïĒkĔnĔ. 

(A) ėąĘmđĈđŪÝ  

(B) ëĂēŏ utćŌ 

(C) Ā÷ā÷Ēŗíąšŕ  

(D) ùĒ.o ėĉƃœ 

35. An Endorsement Form is used           

(A) to send a copy of a paper for remarks  

(B) to endorse an executive decision 

(C) to inform a disciplinary action  

(D) to inform a routine decision 

 oćĔ eŒĘùđŋŏėąnĝ ĘĂđÝ uāĘĆđïĒkĔnļ 

(A) aĄĒŗāđĆšŕkđĆĒ oćĔ ĘāpĈĒėn āíœpĝ aĆņkđŒ 

(B) oćĔ eĭďĒíŖĕŨēŌ üēćĔąđĀėt aÝïēíćĒkđŒ 

(C) oćĔ ac÷k Ā÷ā÷Ē aĈĒĆĒkđŒ 

(D) oćĔ āüĒŌ üēćĔąđĀÝ aĈĒĆĒkđŒ 
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36. Competent Authority to address the Government directly as per Rules of 

Correspondence shall be _________ 

(A) Regional head of office  

(B) District head of office 

(C) Regional Joint Directors  

(D) Head of departments 

 ítĒ÷āđ÷ĔíĊƧė÷ ĀĒĆąšŕ aĀĔďćĒcĝ ďœkđćĒėĀ ĘĀćĒŨĝ aĄĒďÝĘăđÿĀ 

ėòyđĀĔll ĘĆđïŖüĆĔll aÿĒíđćĒ _________ àĆĒćĒkĔÝ 

(A) ĈēôĒĆûŔ ëĂēŏ ĘąÿđČĒ 

(B) ôĒĉīđ ëĂēŏ ĘąÿđČĒ 

(C) ĈēôĒĆûŔ ĘôđĆĒnĝ ùĆĈĭ÷œąđœ 

(D) ČíĔpĝ ĘąÿđČĒíŕ 

37. What shall be the rule regarding the contents of communications, especially letters and 

proceedings? 

(A) To be dependent of enclosures 

(B) To be complete in themselves and condensed 

(C) To be repetitive, dependent on enclosures 

(D) As far as possible numerous topics shall be dealt with 

 àčĆČĒĀĒąĆšĊƧė÷ ull÷kÝ, ŗāĘüŖíĒcĝ ítĔíĊƧÝ Ā÷ā÷ĒŗíąšĊƧÝ ďÝănĒc 

ĀĒĆąÝ enđĆĒćĒkĔÝ? 

(A) eŒĘkđĎĈĔíėĊ àŗčĆĒkĔí 

(B) aČĆĒŔ üėn āĕœŬČĔÝ ďÝŗïĐĒcüĔąđĆĒćĒkĔí 

(C) àČœtĒcĝ āĈĆĔí, eŒĘkđĎĈĔíėĊ àŗčĆĒkĔí 

(D) íċĒĆĔnĒ÷ĘtđĊÝ ĀĒćČÿĒ ČĒĎĆšŕ ęííđćŖÝ ėòyûÝ 
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38. Where an officer has to address another officer without formality of official procedure, 
with a view to the interchange of opinion/information and it is undesirable to place on 
official records, then the communication takes the form of __________ letter. 

(A) Demi official  (B) Official  

(C) Unofficial  (D) Personal 

 aĄĒŗāđĆ/ČĒČć ęíąđƃtĒĀđĆĒ oćĔ uĘþŖđïsŒ ąėƃđćĔ uĘþŖđïsėĀ 
ìĘþŖđïĒí Ā÷ā÷ĒŗíąšĊƧė÷ ìāòđćĒíüĆĒĉīđėü aĄĒďÝĘăđÿĀ ėòĘyŪüĔÝ 
ìĘþŖđïĒí ĘćîíĊĒŔ uŕėp÷ĔtĔnļ aĄĒíđąŖąĉīđtüĔąđĆ ďđĐòćŖtĒŔ, 

àčĆČĒĀĒąĆÝ __________ ítĒėn ćĕāėą÷ĔkĔÝ. 

(A) ėùąĒ oĂĒĎŖŔ (B) oĂĒĎŖŔ 

(C) aő-oĂĒĎŖŔ (D) ČŖkĒāćÝ 

39. What shall be the procedure when copy of a letter addressed to a government officer, has 
to be sent to a non-official person? 

(A) Memorandum should be used 

(B) Envelope should be superscribed ‘official letter’ 

(C) Non-official person should be addressed with a covering letter 

(D) Send by certificate or registered posting 

 oćĔ ďœkđœ uĘþŖđïsŀ aĆc ítĒėn āíœpĝ oćĔ aĀĞĘþŖđïĒí ČŖkĒkĝ 
aĆņĘkŪĒČćĔĘmđŕ enđĆĒćĒkĔÝ Ā÷ā÷ĒŗíąÝ? 

(A) ėąĘmđĈđŪÝ uāĘĆđïĒkûÝ 

(B) íČĈĒėn ąĔíĊĒŔ 'ìĘþŖđïĒí ítĝ' enĝ eċĔüĒĆĒćĒkûÝ 

(C) ìĘþŖđïĒíąĉīđt ČŖkĒėĆ oćĔ íČĈĒÝį ėĉƃœ uāĘĆđïĒcĝ 
aĄĒďÝĘăđÿĀ ėòyûÝ 

(D) ďœŨĒĂĒkƃĝ aėĉīŠĒŔ ćôĒsœ ėòņü ĘāđsĒÝį ČċĒ aĆņkĔí 

40. Charges levelled against delinquent officers shall be communicated in 

(A) Office order (B) Memorandum  

(C) Letter (D) Statement 

 íĔƃČđĊĒíŕėküĒėć òĔątĒĆ íĔƃšŕ iüĒŔ aĈĒĆĒkûÝ 

(A) ëĂēŏ utćŌ (B) ėąĘmđĈđŪÝ 

(C) ítĝ (D) ŗāŏüđČĀ 
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41. Official letters to the Public Service Commission should be addressed to its _________. 

(A) Chairman (B) Secretary  

(C) Member Secretary  (D) Registrar 

 ābĒĭ ďœČēŏ ímēĎėn ìĘþŖđïĒí ítĔíŕ aüĒėn _________ en 
ČĒĉđďtĒŔ aĆņkûÝ. 

(A) ėòĆœąđŒ (B) ėďŗíŨĈĒ 

(C) ėąmœ ėďŗíŨĈĒ (D) ćôĒŏŗ÷đœ 

42. What is the name of the register that typists have to maintain? 

(A) Daily work load register  

(B) Typing register 

(C) Register of typists  

(D) Minutes register 

 ę÷pĒsƧíŕ ďĕkĒĘkŪ ćôĒsĈĒėn ĘāėćnđĻ? 

(A) ęþĀÝþĒĀ Čœkĝ ĘĉđĹ ćôĒsœ 

(B) ę÷pĒÝį ćôĒsœ 

(C) ę÷pĒsƧíĊƧė÷ ćôĒsœ 

(D) ąĒĀĒƃĝŏ ćôĒsœ 

43. A fair copy of an official letter, after its comparison, the clerk shall initial it _________. 

(A) at the left-hand Corner  

(B) below the entry of designation of signatory 

(C) at the middle  

(D) at the right-hand corner 

 oćĔ ìĘþŖđïĒí ítĒėn ĀŖđĆąđĆ āíœpĝ, aüĒėn üđćüąŖtĒŀ ĘčĎÝ, kœkĝ 
aüĒėn _________  opĒ÷ûÝ. 

(A) i÷ļ aƃtĝ 

(B) opĒŨĆđĊƧė÷ āþČĒ Ęćîėp÷ĔtĔnüĒŀ üđėċ 

(C) ąÿŖĄđïtĝ 

(D) Čĉļ aƃtĝ 
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44. Who shall be primarily responsible to verify and see that the letters entered in the Local 
Delivery Book have been delivered and acknowledged by receivers? 

(A) Subject clerk  

(B) Superintendent 

(C) Officer who delivers the Letters  

(D) Dispatching clerk 

 ĘĉđkŔ ėùĉĒČĈĒ ăĔkĒŔ Ęćîėp÷ĔtĒĆ ítĔíŕ ďřēíœtđkŕ etĒcĝ 
aÝïēíćĒcĒŨƧėŪnĝ āćĒĘčđÿĒcĝ uĈpđĘkŪļ ŗāđýąĒíąđĆĒ àćĔė÷ 
utćČđþĒtąđĻ? 

(A) ďŃôĭķ kœkĝ 

(B) ďĕŗāŪĝ 

(C) ítĔíŕ ĀŔíĔn uĘþŖđïsŒ 

(D) ùĒŏāđcĒÝį kœkĝ 

45. Letters to be delivered _________ shall be entered in Local Delivery Book and sent 
through Office Attendant for effecting delivery. 

(A) within 25 kms (B) within five kms 

(C) within head-quarters (D) most urgently 

 ėùĉĒČĈĒ ėòĘyŪ ítĔíŕ _________ ĘĉđkŔ ėùĉĒČĈĒ ăĔkĒŔ 
Ęćîėp÷ĔtĔíĆĔÝ ėùĉĒČĈĒ Ā÷pĒĉđkĔnüĒĀđĆĒ ëĂēŏ aƃŒùnĝ ČċĒ 
aĆņkĔíĆĔÝ ĘČûÝ. 

(A) 25 íĒĘĉđąēƃĈĒĀĔllĒŔ (B) aŦĝ íĒĘĉđąēƃĈĒĀĔllĒŔ 

(C) àsđĀtĒĀĔllĒŔ (D) èƃČĔÝ a÷ĒĆnĒćąđĆĒ 

46. What is premature disposal? 

(A) closing a file on its opening day itself  

(B) disposal in terms of court orders 

(C) disposal of a file closing it unofficially 

(D) closing a current merely because it is a long pending one 

 aíđĉ ùĒŏĘāđďŔ enđĻ? 

(A) oćĔ ĂĆŔ üĔĈkĔn þĒČďÝ üėn a÷ņkŔ 

(B) Ęíđ÷üĒ utćČĔíĊƧė÷ a÷ĒsđĀtĒŔ üēœpđkŔ 

(C) oćĔ ĂĆŔ üēœpđkŔ aĀĞĘþŖđïĒíąđĆĒ aļ a÷ņkŔ 

(D) ČĊėćkđĉąđĆĒ üēœpđkđt onđĆüĒĀđŔ ąđŗüÝ oćĔ íĈnĝ a÷ņkŔ 
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47. What shall be the ‘head’ used to papers relating to ‘suits’ while they are indexing? 

(A) Court cases (B) Suits 

(C) Plaints (D) Litigation 

 'ďŖĕŨƧíŕ' iŒėùĭŏ ėòyƧĘmđŕ aČĆĔąđĆĒ ănėpŨ ĘāpĈĔíĊĒŔ 
uāĘĆđïĒkĔn 'ėĐĹ' enđĆĒćĒkĔÝ? 

(A) Ęíđ÷üĒ ĘíďĔíŕ (B) ďŖĕŨƧíŕ 

(C) Čđþšŕ (D) ČŖČĐđćÝ 

48. Who shall be competent to sign proceedings containing orders passed in exercise of a 
statutory power? 

(A) Head of the Department  

(B) Director 

(C) Officer having power as per the statute  

(D) Superintendent 

 oćĔ ĀĒĆąāćąđĆ aÿĒíđćÝ uāĘĆđïĒcĝ āđďđkĒĆ utćČĔíŕ a÷šĒĆ 
Ā÷ā÷ĒŗíąšĊĒŔ opĒ÷đŒ àœkđĻ aÿĒíđćÝ? 

(A) ČíĔpĝ ĘąÿđČĒ 

(B) ùĆĈĭ÷œ 

(C) òŨŗāíđćÝ aÿĒíđćąĔll uĘþŖđïsŒ 

(D) ďĕŗāŪĝ 

49. _________ shall be primarily responsible to inspect the Record room atleast once in a 
quarter. 

(A) Head ministerial officer  

(B) Head of department 

(C) Director  

(D) Dispatch superintendent 

 oćĔ ąĕnĔąđďtĒėĉđćĒkėĉŠĒĉĔÝ ėĈĘkđœĹ ĈĕÝ āćĒĘčđÿĒĘkŪ ŗāđýąĒí 
utćČđþĒtÝ _________ ŀ àĻ. 

(A) ėĐĹ ąĒĀĒsēćĒĆŔ ëĂēďœ 

(B) ČíĔpĝ ĘąÿđČĒ 

(C) ùĆĈĭ÷œ 

(D) ùĒŏāđcĝ ďĕŗāŪĝ 
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50. What is the prescribed preservation period of a ‘K- disposal’? 

(A) One year (B) Two years  

(C) Three years (D) 10 Years 

 oćĔ 'ėí-ùĒŏĘāđďŔ' ėn ĀĒƆĒü ďÝćkû íđĉĆĊŌ eŗüĆđĻ? 

(A) oćĔ ČœĎÝ (B) ćŪĝ ČœĎÝ 

(C) ąĕnĝ ČœĎÝ (D) 10 ČœĎÝ 

51. Who shall maintain a Register showing details of the volumes of indexes and closed 
registers kept in the Record room? 

(A) Head Clerk (B) Record keeper 

(C) Superintendent (D) Tappal Clerk 

 ėĈĘkđœĹ ĈĕąĒŔ ďĕkĒcĒćĒkĔn ďĕòĒííĊƧė÷ĆĔÝ a÷c ćôĒsĈĔíĊƧė÷ĆĔÝ 
aĊŌ íđûĒkĔn oćĔ ćôĒsœ àćđĻ ďĕkĒĘkŪļ? 

(A) ėĐĹ kœkĝ (B) ėĈĘkđœĹ íēpœ 

(C) ďĕŗāŪĝ (D) üāđŔ kœkĝ 

52. For destroying the record files after their preservation period, orders of the _________ 
should be taken annually. 

(A) Superintendent (B) Record keeper 

(C) Manager of records (D) Head of the office 

 ėĈĘkđœĹ ĂĆĉĔíŕ aČĆĔė÷ ďÝćkû íđĉĆĊČĒĀĔĘčĎÝ ĀčĒpĒkĔnüĒŀ, 

_________  utćČĔíŕ ČœĎÝ ĘüđĈĔÝ e÷ĔkûÝ. 

(A) ďĕŗāŪĝ (B) ėĈĘkđœĹ íēpœ 

(C) ėĈĘkđœùĔíĊƧė÷ ąđĘĀôœ (D) ëĂēŏ ĘąÿđČĒ 

53. In the files relating to court cases, the abbreviation ‘O.S’ denotes       

(A) Open Synopsis  (B) Original statement  

(C) Own Suit  (D) Original Suit 

 Ęíđ÷üĒ ĘíďĔíĊƧąđĆĒ ănėpŨ ĂĆĉĔíĊĒŔ, ‘O.S’ en òĔćĔėkċĔtĝ 
ďĕòĒpĒkĔnļ 

(A) üĔĈn ďÝŗïĐÝ (B) Ćýđœt ŗāŏüđČĀ 

(C) ďřnÝ Ęíŏ (D) Ćýđœt Ęíŏ 
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54. In which section, the works of fair copying and dispatching done? 

(A) Tappal section (B) Office section 

(C) Fair copy section (D) Distribution section 

 èļ ČĒĄđïtĒĉđĻ, ĀŖđĆąđĆ āíœėp÷ĔkĉĔÝ ùĒŏāđcĒÝïĔÝ 
Ā÷tĒĆĒćĒkĔnļ? 

(A) üāđŔ ČĒĄđïÝ (B) ëĂēŏ ČĒĄđïÝ 

(C) ėĂĆœ ĘíđpĒ ČĒĄđïÝ (D) ČĒüćû ČĒĄđïÝ 

55. The special papers arranged in bundles according to their subjects, other than R, D,  
K or L bundles, are said to be “_________”.         

(A) Filed (B) Special  

(C) Miscellaneous  (D) Other papers 

 àœ, ùĒ, ėí aėĉīŠĒŔ eŔ ăŪĒĉĔíŕ oċĒėí ČĒĎĆšŕkĀĔďćĒcĝ 
ăŪĒĉĔíĊđĆĒ ŗíąēíćĒcĒćĒkĔn ŗāĘüŖí ĘāpĈĔíėĊ “_________” enĝ 
ČĒĊĒkĔnĔ. 

(A) ĂĆŔ ėòņüļ (B) ŏėāĎŖŔ 

(C) āĉČí (D) ąƃĝ ĘāpĈĔíŕ 

56. Register of Periodicals shall be maintained by  

(A) each section (B) each clerk  

(C) tappal section (D) office section 

 àĀĔíđĉĒíšĊƧė÷ ćôĒsœ 

(A) ëĘćđ ČĒĄđïČĔÝ (B) ëĘćđ kœkĔÝ 

(C) üāđŔ ČĒĄđïÝ (D) ëĂēŏ ČĒĄđïÝ 

57. The head of office shall make a detailed inspection of the Record section in _________ 

every year. 

(A) January (B) March  

(C) April (D) December 

 ëĂēŏ ĘąÿđČĒ eĉīđ ČœĎČĔÝ _________ Ŕ ėĈĘkđœĹ ČĒĄđïtĒėn ČĒčþąđĆ 
āćĒĘčđÿĀ Ā÷tûÝ. 

(A) ôĀĔČćĒ (B) ąđœcĝ 

(C) èŗāĒŔ (D) ùĒďÝăœ 
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58. The monthly arrear lists collected from section clerks shall be consolidated and 
submitted to the Head of office on the _________ day of every month. 

(A) 5th  (B) 20th  

(C) 10th  (D) 2nd  

 ėďkŒ kœkĔąđćĒŔ ĀĒnĝ ĘčîćĒkĔn ŗāüĒąđď íĔ÷ĒƇĒí āŨĒííŕ èíēíćĒcĝ 
eĉīđ ąđďČĔÝ _________ þĒČďÝ ëĂēŏ ĘąÿđČĒkĝ ďąœpĒkûÝ. 

(A) aŦđąėt (B) ićĔāüđąėt 

(C) ātđąėt (D) ćŪđąėt 

59. Who shall be the custodian and responsible officer for the maintenance of Call book? 

(A) Clerk (B) Superintendent  

(C) Head of Office  (D) Tappal clerk 

 ĘíđŕăĔkĒėn āćĒāđĉĀtĒŀ íĘsđùĒĆĀĔÝ utćČđþĒtąĔll uĘþŖđïsĀĔÝ 
àćđĆĒćĒkĔÝ? 

(A) kœkĝ (B) ďĕŗāŪĝ 

(C) ëĂēŏ ĘąÿđČĒ (D) üāđŔ kœkĝ 

60. A paper or file is transferred to Call book when no action is due in the office for a period 
of _________ months in that matter. 

(A) two (B) three 

(C) six (D) one 

 oćĔ Ęāpœ aėĉīŠĒŔ ĂĆŔ _________ ąđďĘtkĝ ëĂēďĒŔ oćĔ Ā÷ā÷ĒĆĔÝ 
iĉīđtĘpđŕ Ęíđŕ ăĔkĒĘĉkĝ ąđƃƧnĔ. 

(A) ćŪĝ (B) ąĕnĝ 

(C) àň (D) onĝ 

61. Who shall be primarily responsible to prepare an extract of the file and send it to the 
subject clerk when further action becomes due in a file entered in Call book? 

(A) Tappal clerk (B) Subject Clerk  

(C) Superintendent (D) Head clerk 

 Ęíđŕ ăĔkĒŔ Ęćîėp÷ĔtĒĆ ĂĆĉĒŔ üĔ÷œĀ÷ā÷Ēíŕ àČčŖąđĆĒ ČćĔĘmđŕ 
ĂĆĉĒėn oćĔ eĭŏŗ÷đĭƃĝ üyđĈđkĒ ďŃôĭķ kœkĒŀ aĆņĘkŪ ŗāđýąĒí 
utćČđþĒtÝ àœkđĻ? 

(A) üāđŔ kœkĝ (B) ďŃôĭķ kœkĝ 

(C) ďĕŗāŪĝ (D) ėĐĹ kœkĝ 
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62. Reminder Diary shall be maintained on _________ basis. 

(A) April-March period (B) Biennial  

(C) Calendar year (D) Need 

 ëœmėp÷ĔtŔ ùĆĈĒ _________ a÷ĒsđĀtĒŔ ďĕkĒĘkŪüđĻ. 

(A) èŗāĒŔ-ąđœcĝ íđĉĆĊŌ (B) þřĒČtćÝ 

(C) íĉŪœ ČœĎÝ (D) àČčŖÝ 

63. When an order is passed in the file to ‘lie over’ for a few days           

 I.  No entry is necessary in Call book 

 II. It does not authorize to close the file 

 III.  It will be entered in Reminder diary 

 IV.  It is not to be entered in Call book or Reminder diary 

(A) I & III are correct  

(B) I to IV are correct 

(C) IV alone is correct  

(D) I alone is correct 

 ĂĆĉĒŔ íĔĈcĝ þĒČďĘtkĝ 'ęĉ ëČœ' oćĔ utćŌ āđďđkĔĘmđŕ 

 I.  Ęíđŕ ăĔkĒŔ eŒŗ÷Ē àČčŖąĒĉī 

 II. ĂĆŔ Ękđŏ ėòyđŒ iļ aÿĒíđćėp÷ĔtĔnĒĉī 

 III.  aļ ĈĒęąŒùœ ùĆĈĒĆĒŔ Ęćîėp÷ĔtĔÝ 

 IV.  Ęíđŕ ăĔkĒĘĉđ ĈĒęąŒùœ ùĆĈĒĆĒĘĉđ iļ Ęćîėp÷ĔtćĔļ 

(A) I, III čćĒĆđĻ 

(B) I ąĔüŔ IV Čėć čćĒĆđĻ 

(C) IV ąđŗüÝ čćĒĆđĻ 

(D) I ąđŗüÝ čćĒĆđĻ 
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64. The superintendent should scrutinize the entries in Movement register 

(A) once in a week  

(B) at the close of everyday 

(C) quarterly  

(D) once in a month 

 ąĕŌėąnĝ ćôĒsĈĒėĉ eŒŗ÷Ēíŕ ďĕŗāŪĝ ďĕkĝąąđĆĒ āćĒĘčđÿĒkûÝ 

(A) àŋòĆĒėĉđćĒkŔ 

(B) eĉīđ þĒČďČĔÝ aČďđĀĒkĔĘmđŕ 

(C) ęŗüąđďĒíÝ 

(D) ąđďtĒėĉđćĒkŔ 

65. What shall be the duration of the interval for lunch? 

(A) 30 minutes (B) one hour  

(C) 1 to 2 pm (D) 45 minutes 

 ucĄkûtĒĀĔll i÷ĘČĊ eŗüĆđĆĒćĒkĔÝ? 

(A) 30 ąĒĀĒƃĝ (B) oćĔ ąûĒkĕœ 

(C) ucņkĝ 1 ąĔüŔ 2 Čėć (D) 45 ąĒĀĒƃĝ 

66. What is the rule of office procedure regarding use of telephonic messages for official 
communications? 

(A) office head alone shall resort to telephone 

(B) should be used only for really urgent messages 

(C) telephone shall not be a means for official communication 

(D) telephone shall not be used if internet is available 

 ìĘþŖđïĒí àčĆČĒĀĒąĆtĒĀđĆĒ ė÷ĉĒĘĂđûĒĭ ďĘnčšŕ uāĘĆđïĒkĔ 
nüĔąđĆĒ ănėpŨ ëĂēŏ Ā÷ā÷ĒŗíątĒėn ĀĒĆąÝ enđĻ? 

(A) ëĂēŏ ĘąÿđČĒ ąđŗüÝ ė÷ĉĒĘĂđő uāĘĆđïĒkûÝ 

(B) ČĊėć a÷ĒĆnĒć ďĘnčšŕkĝ ąđŗüÝ uāĘĆđïĒkđČĕ 

(C) ìĘþŖđïĒí àčĆČĒĀĒąĆtĒĀĔll oćĔ ąđœïąđĆĒ ė÷ĉĒĘĂđő 
uāĘĆđïĒkćĔļ 

(D) inœėĀƃĝ ĉĄŖąđėûŠĒŔ ė÷ĉĒĘĂđő uāĘĆđïĒkćĔļ 
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67. The Attendance register of the section shall be closed by the superintendent _________ 

after the office opens. 

(A) 30 minutes (B) 60 minutes  

(C) 45 minutes (D) 10 minutes 

 ëĂēŏ üĔĈnüĒĀĔĘčĎÝ ėďkėn Đđôœ ćôĒsœ ďĕŗāŪĝ _________ 

a÷ņĘkŪüđĻ. 

(A) 30 ąĒĀĒƃĝ (B) 60 ąĒĀĒƃĝ 

(C) 45 ąĒĀĒƃĝ (D) 10 ąĒĀĒƃĝ 

68. How many days of late attendance shall be a cause for a penalty of forfeiture of a day’s 

casual leave? 

(A) two days (B) one day  

(C) four days (D) three days 

 eŗü þĒČďÝ ęČíĒ ĐđôćđíĔnļ oćĔ þĒČďėt íđĎřŔ ĉēŌ āĒċĆđĆĒ 

íûkđkĔÝ? 

(A) ćŪĝ þĒČďÝ (B) oćĔ þĒČďÝ 

(C) Āđŉ þĒČďÝ (D) ąĕnĝ þĒČďÝ 

69. All government orders on which no specific action other than communicating them for 

information to subordinate officers shall generally be        

(A) demi official (B) tagged  

(C) filed (D) recorded 

 íēċĔĘþŖđïsœkĝ ČĒČćšŕ aĈĒĆĒkĔnüĉīđėü ŗāĘüŖí Ā÷ā÷ĒíėĊđnĔÝ 

ďřēíćĒkđt eĉīđ ďœkđœ utćČĔíĊƧÝ ďđÿđćûĆđĆĒ _____________ 

àĆĒćĒkûÝ. 

(A) ėùąĒ oĂĒĎŖŔ (B) ÷đį ėòņüĔ 

(C) ĂĆŔ ėòņüĔ (D) Ęćîėp÷ĔtĒ 
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70. To obtain a record from the Record keeper the prescribed ‘Requisition form’ shall be 
signed by the        

(A) Clerk (B) Superintendent  

(C) Head of office  (D) Manager 

 ėĈĘkđœĹ íēpĈĒŔ ĀĒnĝ oćĔ Ęćî ĉĄĒkĔnüĒŀ ĀĒœdĒƈ 'ĈĒířďĒĎŒ ĘĂđÝ' 
opĒĘ÷Ūļ 

(A) kœkĝ (B) ďĕŗāŪĝ 

(C) ëĂēŏ ĘąÿđČĒ (D) ąđĘĀôœ 

71. A statement or order of the final decision taken by the head of the office on any matter 
submitted before him for information or orders is called     

(A) Decision   

(B) Disposal  

(C) Submission   

(D) Premature disposal 

 ČĒČćšŕĘkđ utćČĔíŕĘkđ ĘČŪĒ ďąœpĒkĔn èėüđćĔ íđćŖtĒĉĔÝ 
ëĂēŏ ĘąÿđČĒ e÷ĔkĔn anĒą üēćĔąđĀtĒėn ŗāŏüđČĀėĆĘĆđ 
utćČĒėĀĘĆđ āĈĆĔnļ 

   (A) üēćĔąđĀÝ  

(B) ùĒŏĘāđďŔ 

(C) ďąœpĒkŔ  

(D) ŗāēėąòřœ ùĒŏĘāđďŔ 

72. Preparation of any communication by clerk, which is proposed to issue from a file is 
called        . 

(A) preparation  (B) noting  

(C) drafting  (D) making decision 

 oćĔ ĂĆĉĒŔ ĀĒnĝ āĔĈėp÷ĔČĒkđŒ uĘdčĒkĔn kœkĒėn èėüŠĒĉĔÝ 
àčĆČĒĀĒąĆÝ üyđĈđkĔnüĒėĀ ČĒĊĒkĔnļ 

(A) üyđėĈ÷Ĕpĝ (B) íĔĈĒpĝ 

(C) ŗùđłƃĒÝį (D) üēćĔąđĀėą÷ĔkŔ 
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73. What is a “new case”? 

(A) A new court case dealt within a file 

(B) A new disciplinary case 

(C) Case opened directly in the office 

(D) A tappal received which is not connected with a pending case in the office 

 oćĔ "āĔüĒĆ Ęíŏ" enđĻ? 

(A) oćĔ ĂĆĉĒĀĔllĒŔ ęííđćŖÝ ėòņü oćĔ āĔüĒĆ Ęíđ÷üĒ Ęíŏ 

(B) oćĔ āĔüĒĆ ac÷k Ęíŏ 

(C) ëĂēďĒŔ ĘĀćĒŨĝ üĔĈn Ęíŏ 

(D) ëĂēďĒŔ ĀĒĉČĒĉĔll oćĔ ĘíďĔąđĆĒ ănąĒĉīđt oćĔ üāđŔ ĉĄĒcƧ 

74. Tappals shall be opened          

(A) in the presence of the head of office 

(B) in the presence of Tappal clerk himself 

(C) in the presence of the section clerk 

(D) in the presence of the clerk 

 üāđĉĔíŕ üĔĈĘkŪļ 

(A) ëĂēŏ ĘąÿđČĒĆĔė÷ ďđnĒÿŖtĒŔ 

(B) üāđŔ kœkĒėn ďđnĒÿŖtĒŔ 

(C) ėďkŒ kœkĒėn ďđnĒÿŖtĒŔ 

(D) kœkĒėn ďđnĒÿŖtĒŔ 

75. Before distribution, tappals shall be sorted out according to 

(A) the time of receipt in the office 

(B) sections to which they relate 

(C) the outside departments from which they relate 

(D) the outside number of communications 

 ČĒüćûtĒŀ ąĔmĝ, ________________ aĀĔďćĒcĝ üāđĉĔíŕ üćÝüĒćĒĘkŪüđĻ. 

(A) ëĂēďĒŔ ĉĄĒkĔn ďąĆÝ 

(B) aČœ ănėpŨĒćĒkĔn ČĒĄđïšŕ 

(C) aČœ ănėpŨĒćĒkĔn ăđĐŖ ČíĔpƧíŕ 

(D) āĔĈtĔĀĒnĔll àčĆČĒĀĒąĆšĊƧė÷ eŬÝ 
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76. The numbering of tappals may be done by hand in offices where daily receipts of tappals 

does not exceed       

(A) One hundred and fifty (B) Three hundred 

(C) One hundred (D) Two hundred 

 üāđĉĔíĊƧė÷ ęþĀÝþĒĀ ćďēüĔíŕ ____________ íČĒĆđt ëĂēďĔíĊĒŔ 

üāđĉĔíĊƧė÷ eŬÝ ŗíąēíćĒkĔnļ ęíėíđŪĝ ėòyđČĔnüđĻ. 

(A) Āĕƃmļ (B) ąĔnĕň 

(C) Āĕň (D) ićĔĀĕň 

77. What shall be the method by which currents are registered in Personal register? 

(A) on the basis of urgency of the subject 

(B) on the basis of the outside departments 

(C) in the order of numbers stamped on currents 

(D) first one first basis 

 ĘāŋďûŔ ćôĒsĈĒŔ íĈnƧíŕ ćôĒsœ ėòyƧn ćēüĒ enđĆĒćĒkĔÝ? 

(A) ČĒĎĆtĒėn a÷ĒĆnĒćđČsĆĔė÷ a÷ĒsđĀtĒŔ 

(B) ăđĐŖ ČíĔpƧíĊƧė÷ a÷ĒsđĀtĒŔ 

(C) íĈnƧíĊĒŔ sđmĝ ėòņü ďÝîŖíĊƧė÷ ŗíątĒŔ 

(D) àþŖĘtļ àþŖÝ en a÷ĒsđĀtĒŔ 

78. What is meant by the abbreviation “L” noted in column number (7) of the Personal 

Register? 

(A) Local (B) Letter  

(C) Lodged (D) L-Dis 

 ĘāŋďûŔ ćôĒsĈĒėn ĘíđĊÝ Āmœ (7) Ŕ Ęćîėp÷ĔtĒĆĒćĒkĔn “L” en 

òĔćĔėkċĔtĝ enđĻ aœtąđkĔnļ? 

(A) ĘĉđkŔ (B) ėĉƃœ 

(C) ĘĉđĹĴĹ (D) eŔ-ùĒŏ 
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79. For tagging a current with its enclosures below it, they are punched  _________ and a 

single tag is passed through the hole. 

(A) in the middle on the right-hand corner at the top 

(B) in the left-hand corner at the top 

(C) in three spots with one inch distance in the middle at left-hand side 

(D) in the top portion of the current and enclosures 

 oćĔ íĈnĒėĀ aüĒėn eŒĘkđĎĈĔíĊƧąđĆĒ ÷đį ėòyƧnüĒŀ, aČ _________ 

āŦĝ ėòyƧíĆĔÝ þřđćtĒĉĕė÷ oėćđƃ ÷đį í÷tĒČĒ÷ĔíĆĔÝ ėòyƧnĔ. 

(A) ąĔíĊĒŔ ČĉüĔČčėt ąĕĉĆĒŔ ąÿŖtĒŔ 

(B) ąĔíĊĒŔ i÷ļ Ččėt ąĕĉĆĒŔ 

(C) i÷ļ Ččtĝ ąÿŖtĒŔ oćĔ iŦĝ aíĉtĒŔ ąĕnĝ sĉšĊĒŔ 

(D) íĈnĒėnĆĔÝ eŒĘkđĎĈĔíĊƧė÷ĆĔÝ ąĔíŕ Ąđïtĝ 

80. What shall be the order of arrangement of flags when reference to authorities quoted in 

a file by “Flagging”? 

(A) in easily removable order  

(B) in easily accessible order 

(C) in alphabetical order  

(D) one by one order 

 “ƘđïĒÝį” enĝ oćĔ ĂĆĉĒŔ udćĒcĒćĒkĔn aÿĒíđćĒíėĊ āćđąœčĒkĔĘmđŕ 

āüđííĊƧė÷ ŗíąēíćû ŗíąÝ enđĆĒćĒkĔÝ? 

(A) eĊƧptĒŔ ĀēkÝ ėòyđČĔn ŗíątĒŔ 

(B) eĊƧptĒŔ àĭďŏ ėòyđČĔn ŗíątĒŔ 

(C) akćąđĉđŗíątĒŔ 

(D) ëĘćđnđĆĒ 



DE-01/2026/027 A 
[P.T.O.] 

31

81. Who shall be responsible to make arrangements for the maintenance, accounting and 

security of registers in an office in accordance with the procedure outlined in the MOP? 

(A) Section clerk (B) Head of office 

(C) Superintendent (D) Record keeper 

 MOP-ĆĒŔ āĈŧĒćĒkĔn Ā÷ā÷ĒŗíąšŕkĀĔďĖüąđĆĒ oćĔ ëĂēďĒėĉ 

ćôĒsĈĔíĊƧė÷ āćĒāđĉĀÝ, akĞŪĒÝį, ďĔćk enĒČņkĔll ŗíąēíćûšŕ 

Ā÷ĘtŪļ àćđĻ? 

(A) ėďkŒ kœkĝ (B) ëĂēŏ ĘąÿđČĒ 

(C) ďĕŗāŪĝ (D) ėĈĘkđœĹ íēpœ 

82. When a confidential letter is registered in Personal Register by the subject clerk, the 

only word _________ shall be entered as title (subject) in the Personal Register. 

(A) Private (B) Secret  

(C) Confidential (D) Unofficial 

 ďŃôĭƃĝ kœkĝ oćĔ ćĐďŖ ítĝ ĘāŋďûŔ ćôĒsĈĒŔ ćôĒsœ ėòyƧĘmđŕ, 

ĘāŋďûŔ ćôĒsĈĒŔ _________ en Čđkĝ ąđŗüĘą ę÷ƃĒŔ (ČĒĎĆÝ) àĆĒ 

ĀŔíđČĕ. 

(A) ďříđćŖÝ (B) ćĐďŖÝ 

(C) ćĐďŖÝ (D) aĀĞĘþŖđïĒíÝ 

83. When a clerk goes on casual leave, he must invariably handover any office key in his 

custody to the _________  of his section. 

(A) Head clerk (B) Tappal clerk  

(C) HoD (D) Superintendent 

 oćĔ kœkĝ íđĎřŔ aČÿĒĆĒŔ ĘāđíĔĘmđŕ, aĆđŕ üėn ísùĒĆĒĉĔll 

èėüŠĒĉĔÝ ëĂēŏ üđĘkđŔ üėn ėďkėn _________ ŀ ęíąđĈûÝ. 

(A) ėĐĹ kœkĝ (B) üāđŔ kœkĝ 

(C) ecĝoùĒ (D) ďĕŗāŪĝ 
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84. Pick the right statements from among the following given, regarding casual Leave. 

 I.  May be taken on any ground 

 II. May not be granted on vague grounds 

 III. For extension of leave, separate application is not required 

 IV. The purpose of leave must be stated definitely 

(A) II and IV are correct  

(B) I and II are correct 

(C) I and III are correct  

(D) I, II, III and IV are correct 

 íđĎřŔ ĉēŌ ďÝănĒcĝ üđėċ āĈĆĔnČĆĒŔ ĀĒnĝ čćĒĆđĆ ŗāŏüđČĀíŕ 

üĒćėŧ÷ĔkĔí. 

 I.  èļ íđćûtđĉĔÝ e÷ĔkđÝ 

 II. aČŖkąđĆ íđćûšĊđŔ aĀĔČþĒkđŒ āđ÷Ēĉī 

 III. aČÿĒ ĀēŨƧnüĒŀ, ŗāĘüŖí aĘāk àČčŖąĒĉī 

 IV. aČÿĒĆĔė÷ uĘdčŖÝ üēœcĆđĆĔÝ ŗāŏüđČĒkûÝ 

(A) II, IV čćĒĆđĻ 

(B) I, II čćĒĆđĻ 

(C) I, III čćĒĆđĻ 

(D) I, II, III, IV čćĒĆđĻ 

85. The Distribution Register is maintained in _________ of Appendix I of MOP. 

(A) Form No. II (B) Form No. I 

(C) Form No. III (D) Form No. IV 

 ČĒüćû ćôĒsœ MOP ĆĔė÷ aĀĔănÝ I ĆĔė÷ _________ Ŕ ďĕkĒcĒćĒkĔnĔ. 

(A) ĘĂđÝ Āmœ II (B) ĘĂđÝ Āmœ I 

(C) ĘĂđÝ Āmœ III (D) ĘĂđÝ Āmœ IV 
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86. What arrangements shall be made when a pending file becomes absolutely necessary to 

be referred to in another file which is ready for submission? 

(A) files should be linked 

(B) files should be handled separately 

(C) files should be crossed 

(D) files should be copied 

 ďąœpĒkđŒ üyđĈđĆ ąėƃđćĔ ĂĆĉĒŔ üēœpđkđt oćĔ ĂĆŔ ĈĂœ ėòĘyŪļ 

aüŖđČčŖąđĆĒ ČćĔĘmđŕ enĝ ŗíąēíćûšŕ ėòyûÝ? 

(A) ĂĆĉĔíŕ ĉĒŠĝ ėòyûÝ 

(B) ĂĆĉĔíŕ ŗāĘüŖíÝ ęííđćŖÝ ėòyûÝ 

(C) ĂĆĉĔíŕ Ęŗíđŏ ėòyûÝ 

(D) ĂĆĉĔíŕ āíœtûÝ 

87. What procedure shall be followed, when dealing with a subject in a file a fresh subject 

arises in it to be dealt with separately? 

(A) A part file shall be appended 

(B) A separate fresh file shall be started 

(C) Fresh subject shall be dealt with jointly 

(D) No separate file shall be opened 

 oćĔ ĂĆĉĒŔ oćĔ ČĒĎĆÝ ęííđćŖÝ ėòyƧĘmđŕ, aüĒŔ āĔüĒĆ ČĒĎĆÝ 

ŗāĘüŖíÝ ęííđćŖÝ ėòĘyŪĒČćĔĘmđŕ enĝ Ā÷ā÷ĒŗíąąđĻ āđĉĒĘkŪļ? 

(A) oćĔ āđœŨĝ ĂĆŔ íĕŨĒĘcœkûÝ 

(B) oćĔ ŗāĘüŖí āĔüĒĆ ĂĆŔ àćÝĄĒkûÝ 

(C) āĔüĒĆ ČĒĎĆÝ ďÝĆĔkąđĆĒ ęííđćŖÝ ėòyûÝ 

(D) ŗāĘüŖí ĂĆŔ üĔĈkđŒ āđ÷Ēĉī 
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88. What is an ‘N’ disposal? 

(A) It is to be sent out in original  

(B) It is to be filed in stock 

(C) It is a non official disposal  

(D) It is to be noted for future 

 oćĔ 'eŒ' ùĒŏĘāđďŔ enđĻ? 

(A) iļ oĈĒôĒĀĉĒŔ aĆņkûÝ 

(B) iļ ĘsđkĒŔ ĂĆŔ ėòyûÝ 

(C) iļ oćĔ aĀĞĘþŖđïĒí ùĒŏĘāđďĉđĻ 

(D) ĄđČĒĆĒŔ iļ ŗčdĒĘkŪüđĻ 

89. Pick suitable statements from among the following given, regarding ‘drafting’. 

 I. Draft to be written on separate sheet 

 II. Draft to be complete and brief 

 III. Enclosures to be maximized 

 IV. Enclosures to be minimized 

(A) I & III are correct  

(B) II & III are correct 

(C) I, II & III are correct  

(D) I, II & IV are correct 

 'ŗùđłƃĒÝį' ďÝănĒcĝ ĀŔíĒĆĒćĒkĔnüĒŔ ĀĒnĝ aĀĔĘĆđôŖąđĆ ŗāŏüđČĀíŕ 
üĒćėŧ÷ĔkĔí. 

 I. ŗùđłƃĝ ŗāĘüŖí ĎēƃĒŔ eċĔüûÝ 

 II. ŗùđłƃĝ āĕœŬČĔÝ ďÝkĒŁüČĔąđĆĒćĒkûÝ 

 III. eŒĘkđĎĈĔíŕ āćąđČÿĒĆđkûÝ 

 IV. eŒĘkđĎĈĔíŕ ėòĈĔüđkûÝ 

(A) I, III čćĒĆđĻ 

(B) II, III čćĒĆđĻ 

(C) I, II, III čćĒĆđĻ 

(D) I, II, IV čćĒĆđĻ 
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90. In a draft memorandum, the list of addressees is entered _________ 

(A) at the bottom of the draft, on the right-hand side 

(B) at the bottom of the draft, on the left-hand side 

(C) at the top of the draft 

(D) at the top of the draft, on the right-hand side 

 oćĔ ŗùđłƃĝ ėąĘmđĈđŪtĒŔ, ČĒĉđďkđćĔė÷ āŨĒí _________ enĝ 

ĀŔíĒĆĒćĒkĔnĔ. 

(A) ŗùđłƃĒėn üđėċ, ČĉüĔČčtĝ 

(B) ŗùđłƃĒėn üđėċ, i÷üĔČčtĝ 

(C) ŗùđłƃĒėn ąĔíĊĒŔ 

(D) ŗùđłƃĒėn ąĔíĊĒŔ, ČĉüĔČčtĝ 

91. In which cases ‘F’ disposals are also to be indexed? 

(A) If the record keeper orders 

(B) If situation warrants 

(C) If ‘F’ disposal is marked ‘I’ by competent authority 

(D) If ‘F’ disposal is to be retained for 15 years 

 èėüđėk ďđĐòćŖšĊĒĉđĻ ‘F’ ùĒŏĘāđďĉĔíŕ iŒėùĭŏ ėòĘyŪüđĻ? 

(A) ėĈĘkđœĹ íēpœ utćČĒŨđŔ 

(B) ďđĐòćŖ ČđĈŪĔíŕ uėŪŠĒŔ 

(C) ‘F’ ùĒŏĘāđďŔ ĘĆđïŖüĆĔll aÿĒíđćĒ ‘I’ enĝ a÷ĆđĊėp÷ĔtĒĆĒŨƧ 

ėŪŠĒŔ 

(D) ‘F’ ùĒŏĘāđďŔ 15 ČœĎĘtkĝ ĀĒĉĀĒœtûėąŠĒŔ 
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92. What shall be done by the subject clerk on return of ‘R’ and ‘D’ disposal files from the 

office section after dispatch? 

(A) Files are kept inside rack after making entries 

(B) Files are put into brown paper disposals jackets and stitched 

(C) Files are sent to superintendent for scrutiny 

(D) Files are sent to typist for further action 

 ùĒŏĘāđďĒÝïĒŀ ĘčĎÝ ëĂēŏ ČĒĄđïtĒŔ ĀĒnĝ ‘R’, ‘D’ ùĒŏĘāđďŔ ĂĆĉĔíŕ 

üĒćĒėí ĀŔíĔĘmđŕ ďŃôĭƃĝ kœkĝ enĔėòyûÝ? 

(A) eŒŗ÷Ēíŕ ėòņü ĘčĎÝ ĂĆĉĔíŕ ĈđkĒĀĔllĒŔ ďĕkĒkĔnĔ 

(B) ĂĆĉĔíŕ ŗăĞő Ęāpœ ùĒŏĘāđďŔ ôđkƃƧíĊĒŔ iŨĝ 

üĔnĒĘcœkĔnĔ 

(C) ĂĆĉĔíŕ ďĕŗāŪĒŀ ďĕkĝąāćĒĘčđÿĀņkđĆĒ aĆņkĔnĔ 

(D) üĔ÷œĀ÷ā÷ĒíŕkđĆĒ ĂĆĉĔíŕ ę÷pĒsĒŀ aĆņkĔnĔ 

93. What is the object of Indexing? 

(A) To trace papers of orders on any subject 

(B) To make the records system 

(C) To keep index slips by the clerk 

(D) To avoid pendency of files 

 iŒėùĭďĒÝïĒėn uĘdčŖÝ enđĻ? 

(A) èėüŠĒĉĔÝ ČĒĎĆtĒėĉ utćČĔíĊƧė÷ ĘāpĈĔíŕ ŗ÷đkĝ ėòyđŒ 

(B) Ęćîíŕ üyđĈđkđŒ 

(C) kœkĝ ďĕòĒí sĒpƧíŕ ďĕkĒkđŒ 

(D) ĂĆĉĔíŕ ėíŨĒkĒ÷kĔnļ oċĒČđkđŒ 
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94. The entry in the Index relating to an individual paper is called a _________ 

(A) Title (B) Subject  

(C) Heading (D) Reference 

 oćĔ ČŖkĒïü ĘāpĈĔąđĆĒ ănėpŨ ďĕòĒíĆĒėĉ eŒŗ÷ĒėĆ _________ enĝ 
ČĒĊĒkĔnĔ 

(A) čēœĎíÝ (B) ČĒĎĆÝ 

(C) üĉėkŨĝ (D) ĈĂĈŒŏ 

95. Personal papers relating to officials should be indexed under the name 

(A) Establishment (B) Of the officer concerned 

(C) Office establishment (D) Personnel 

 uĘþŖđïsćĔąđĆĒ ănėpŨ ČŖkĒïü ĘāpĈĔíŕ ĘāćĒŔ  ___________ 
ďĕòĒíĆĒĉđkûÝ. 

(A) sđāĀÝ (B) ănėpŨ uĘþŖđïsėn 

(C) ëĂēŏ sđāĀÝ (D) ĘāœďûŔ 

96. What form of correspondence is used to address an MLA or MP? 

(A) Proceedings  (B) Memo  

(C) Letter  (D) Endorsement 

 oćĔ eÝeŔeĘĆđ eÝāĒĘĆđ aĄĒďÝĘăđÿĀ ėòyđŒ èļ üćtĒĉĔll 
ítĒ÷āđ÷ĔíĊđĻ uāĘĆđïĒkĔnļ? 

(A) Ā÷ā÷Ēŗíąšŕ (B) ėąĘmđ 

(C) ítĝ (D) eŒĘùđŋŏėąnĝ 

97. Fair copies of all letters shall be typed with _________  line spacing. 

(A) double (B) one and half  

(C) half (D) single 

 eĉīđ ítĔíĊƧė÷ĆĔÝ ĀŖđĆąđĆ āíœpƧíŕ _________ ČćĒ aíĉtĒŔ ę÷pĝ 
ėòyûÝ. 

(A) ićŨ (B) onć 

(C) āíĔüĒ (D) oƃ 
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98. What shall be the procedure when there are several papers to be dispatched or issued to 
the same officer, on the same day? 

(A) Separate envelopes shall be used 

(B) All papers enclosed in single envelope 

(C) Similar forms of papers in single cover 

(D) All papers are pinned together for issue 

 oĘć þĒČďÝ üėn ĀĒćČÿĒ ĘāpĈĔíŕ aĆņkĔíĘĆđ aėĉīŠĒŔ oĘć 
uĘþŖđïsŀ ĀŔíĔíĘĆđ ėòyƧĘmđŕ enđĆĒćĒkĔÝ Ā÷ā÷ĒŗíąÝ? 

(A) ėČĘvėĈ íČĈĔíŕ uāĘĆđïĒĘkŪüđĻ 

(B) eĉīđ ĘāpĈĔíĊƧÝ oƃ íČĈĒŔ a÷ņkûÝ 

(C) oƃ íČĈĒŔ ďąđĀąđĆ ĘāpĈĔíŕ 

(D) eĉīđ ĘāpĈĔíĊƧÝ iĎŖĕ ėòyƧnüĒĀđĆĒ oćĔąĒcĝ āĒŒ ėòņüĒćĒkĔnĔ 

99. What is the name of the register used to note daily account of postage stamps? 

(A) Distribution Register (B) Tappal Register 

(C) Stamp Account Register (D) Register of Stamps 

 üāđŔ sđmĔíĊƧė÷ ęþĀÝþĒĀ íûkĝ Ęćîėp÷ĔtđŒ uāĘĆđïĒkĔn ćôĒsĈĒėn 
ĘāėćnđĻ? 

(A) ČĒüćû ćôĒsœ (B) üāđŔ ćôĒsœ 

(C) sđmĝ akĞŪĝ ćôĒsœ (D) sđmĔíĊƧė÷ ćôĒsœ 

100. The record section shall be incharge of the _________ if there is an independent record 
section in an office? 

(A) Head of office (B) Superintendent 

(C) Record keeper (D) Section head clerk 

 oćĔ ëĂēďĒŔ oćĔ ďřüŗn ėĈĘkđœĹ ČĒĄđïÝ uėŪŠĒŔ ėĈĘkđœĹ ČĒĄđïÝ 
_________ ėn òĔąüĉ ČĐĒkĔÝ. 

(A) ëĂēŏ ĘąÿđČĒ (B) ďĕŗāŪĝ 

(C) ėĈĘkđœĹ íēpœ (D) ėďkŒ ėĐĹ kœkĝ 

 
————————



DE-01/2026/027 A 
[P.T.O.] 

39

SPACE FOR ROUGH WORK 
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 7. Immediately after the commencement of the examination, the candidate should check that the question 
booklet supplied contains all the 100 questions in serial order. The question booklet does not have 
unprinted or torn or missing pages and if so the fact should be brought to the notice of the Invigilator 
and get it replaced by a complete booklet with same alpha code. This is most important. 

  ekvz `J[°WjGmJ[¢ BNbuGTG¡ÀW `dW¨Q mhWVÿWkW¨JÐ NVGbu eJñR¾W¤ 100 NVGbu°nJP 
IRiiGjW BNºG DÐQ ekWNqGcWN¨º`G_Q. NVGbu eJñR¾W¤ ?Vÿ[W¨G¾N`G, RvlWjN`G, 
pWŸJNeGjN`G @j NeXJR¥ BºGRWmæ; ?apG BMºËW¤ ?¨GkuP A¢pWXWNmãlJM[ 
èÈjW¤ MRGºJpkWRjJP ?N` ?zk NRG]WmJç eK¡¹iGj NVGbu eJñRP iGãW 
pG°JRjJP MVNáº`G_Q. A`Q EãpJP IecGdMÕŸ`G_Q. 

 8. A blank sheet of paper is attached to the question booklet. This may be used for rough work. 
  NVGbu eJñR¾WM£ ?psGdP FÐJP DoJ`G¾ FkJ R[mGsQ NV¡¾WŸJºQ. A`Q B¾kP 

RºJeW[W¨JÐ`WdJç RJlWÕJR¥¨GjW BeNjGTW¨GpJÐ`G_Q. 

 9. Please read carefully all the instructions on the reverse of the Answer Sheet before marking your 
answers. 

  B¾k°¥ NkSMÕ[J¾G¢ @kPhW¨JÐ`WdQ iJÒQ B¾k¨[mGsWM£ ilJeJl¾Jç dW¡NÇq°¥ 
èÈGeK¡pÿP pGjW¨JR. 

 10. Each question is provided with four choices (A), (B), (C) and (D) having one correct answer. Choose the 
correct answer and darken the bubble corresponding to the question number using Blue or Black Ball-
Point Pen in the OMR Answer Sheet. 

  qkWjJ¾kP B¥MÕM[ FGNkG NVGbu¾WdJP (A), (B), (C), (D) DÐ dGmQ B¾k°¥ `ÐWkW¨JP. 
qkWjJ¾kP M`kM´[J¾Q F.DP.@¡. B¾k¨[mGsW¤ gÌMÕŸ NVGbu dÒlWdQ NdMkjJç 
qkWjJ¾kP sKVWÕW¨JÐ RJiWn (ggW¥) iGI`P dvmNjG RlJNÕG gG¥ NeGjW£Q Ned BeNjGTWVÿQ 
RlJÕW¨JR. 

 11. Each correct answer carries 1 mark and for each wrong answer 31  mark will be deducted. 
No negative marks for unattended questions. 

  FGNkG qkWjJ¾k¾WdJP FkJ iG¡¨Q mhW¨JRjJP FGNkG M`ãJ¾k¾WdJP 31  iG¡¨Q 
dìiGpJRjJP MVáJP. B¾kP NkSMÕ[J¾G¾  NVGbu°¥¨Q iG¡¨Q dìiGpJR-jWmæ. 

 12. No candidate will be allowed to leave the examination hall till the end of the session and without 
handing over the Answer Sheet to the Invigilator. Candidates should ensure that the Invigilator has 
verified all the entries in the Register Number Coding Sheet and that the Invigilator has affixed his/her 
signature in the space provided. 

  ekvzGsijP RoWjJÐ`WdQ iJNÒG, B¾k¨[mGsQ A¢pWXWNmãMl E¤ÕW¨GM`NjG FkJ 
BNbuGTG¡ÀWjJP ekvzGtG¥ pW-ŸQ eJl¾JNeGRG¢ eG[Wmæ. q^]ð¡ jÒ¡ SWLc]UYV x}ã]Rs 
IsæL I¢Na]WtOU C¢v]^]Ssã¡ kq]SwLi]\ÿ]ŸORºÐOU j¤W]p]q]¨OÐ òs¾V C¢v]^]Ssã¡ 
AvR£SpL/AvtOSaSpL KÕV kf]Õ]\ÿ]ŸORºÐOU DSh|LYL¡À]W¥ DrÕL¨eU. 

 13. Strict compliance of instructions is essential. Any malpractice or attempt to commit any kind of 
malpractice in the Examination will result in the disqualification of the candidate. 

  dW¡NÇq°¥ R¡qdiGjW eGmWN¨º`G_Q. ekvz-jW¤ IRiN¨[Q d[¾JRNjG ?`WdJç èiP 
d[¾JRNjG MVáJÐ BNbuGTG¡ÀWRMn ?NjGTukGjW  IeSuGeW¨JÐ`G_Q. 

 14. If any candidates make a marking of answer in the question paper and exchange with other 
candidate during the course of the examination, the answer script will be invalidated and  
the candidates will be debarred for a minimum period of 2 years from appearing the  
Departmental Tests. 

  kq}ƒLyop¾V JRfË]sOU DSh|LYL¡À]W¥ S\Lh|SkÕr]¤ D¾qU SqXRÕaO¾] oãV 
DSh|LYL¡À]W¥¨V RRWoLrOWpLReË]¤ B DSh|LYL¡À]WtORa D¾q¨asLyV 
AyLiOvL¨OÐfOU AvRq JãvOU WOr´fV qºV v¡xS¾àV vWOÕOfs kq}ƒp]¤ 
kRËaO¨OÐf]¤ j]ÐOU v]s¨V J¡RÕaO¾OÐfOoLp]q]¨OU. 

 15. The questions in English version alone will be taken as authentic though questions are given in 
Malayalam language for the convenience of the candidates. 

  S\Lh|°¥ CUYæ}-x]sOU ospLt¾]sOU RWLaO-¾]-ŸOºV. NkLSh-w]W nLxp]¤ fÐ]-q]-¨O-ÐfV 
DSh|LYL¡À]W¥¨V  oj-ô]-sL-¨O-Ð-f]-jO-Sv-º]- oLNf-oLeV.  CUYæ}xV nLxp]¤ RWLaO¾]q]¨OÐ 
S\Lh|°-tLeV Bi]WLq]WU. 

———————— 
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QUESTION BOOKLET ALPHA CODE - A

Q.No. Q No.

1 C 51 B

2 A 52 D

3 A 53 D

4 B 54 C

5 C 55 A

6 D 56 B

7 D 57 C

8 D 58 C

9 B 59 D

10 C 60 C

11 C 61 A

12 A 62 C

13 C 63 A

14 C 64 B

15 D 65 D

16 B 66 B

17 B 67 D

18 A 68 D

19 D 69 C

20 A 70 A

21 C 71 B

22 B 72 C

23 D 73 D

24 D 74 A

25 A 75 B

26 B 76 C

27 C 77 C

28 B 78 B

29 A 79 B

30 D 80 C

31 C 81 B

32 B 82 C

33 D 83 D

34 C 84 A

35 A 85 B

36 D 86 A

37 B 87 B

38 A 88 A

39 C 89 D

40 B 90 B

41 B 91 C

42 A 92 B

43 B 93 A

44 D 94 A

45 C 95 B

46 D 96 C

47 B 97 D

48 C 98 B

49 A 99 C

50 C 100 C

Note :  Complaints regarding this provisional answer key should be submitted through the candidate's profile only.
Complaints in any other form will not be entertained. Candidate's should compare their question paper (in
case of B,C,D Version) with the A Version Question Paper, which is uploaded in the official website of KPSC.
Complaints should be registered against the question number in the A version Question paper only.


